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P2EFACE TO BOTH VOLUMES

This Instructor's Manual contains two independent "volumes" --
Career Ladder and Curriculum Guides to Codes Positions and

Zoning Positions. Each Guide is structured representing the
progression of required and/or suggested training needed to
progress from entry to journeyman levels in the requisite
occupational field. The Guides were designed for use both
by agency executives with responsibilities for codes and/or
zoning operations at local levels, agency personnel staff,
and agency or affiliated institutional personnel with training
assignments for entry and mid -level paraprofessional jobs.
The training designs are presented in basically simple format,
with the additiomal of lists of training materials desireable.
Staff charged with completion of training designs are urged
to work closely with management personnel, the trainees and

their supervisors. Other manuals in the MUD series which may
prove helpful to trainers or employee development persons using
this volume include the training section of HUD's 1972 Curricula
and Training Techniques for the Training of Paraprofessional
Employees of Public Housing Authorities and the companion
volumes in hbo Instructor's Guides for Workshops in Employee
Development. All volumes in the series were developed under
Title VIII of the Housing Act of 1964, the Community uevelopment

Training Program. The material in this book was developed and
tested during 1969-71, and subsequently used in a series of
workshops throughout the nation by local authorities.
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Name of Position: Code Enforcement Aide

Supervisory Control: The services of the Code Enforcement Aide should be

supervised by the Code Enforcement Inspector I.

Specific Description of Duties. The title for this type of personnel may

vary among agencies; however, the aide will perform the following specific

d'itie s:

1. Plans work schedule with supervisor.

2. Assists supervisor in making routine inspections of existing

structures, yards and alleys for housing code compliance.

3. Makes initial investigation of complaints, and reports findings

to supervisor, as requested.

4. Reinspects existing Strictures for compliance and z.?orts

findings to superrisor.

5. Measures and sketches surfaces and takes photographs if

required.

6. Informs supervisor when it is necessary to being in a trades

specialist.

7. Makes referrals to community agencies as necessary.
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8. Interviews tenants, homeowners, and other community residents

who seek information about code regulations.

9. Attends neighborhood meetings to inform residents about

various agency activities.

10. Completes all forms required by the supervisor.

II. Gathers infrirmation from agency records, naps and

charts for the supervisor.

12 Receives telephone inouiries,handles some or refers as

necessary.

13. Participates in staff meetings.

Minimum Educational Requirements

a. No specific educatio-ial achievement required, however,.
applicant must demonstrate ability to read and write well
enough to compiett records and perform written instructions,
and ability to perfonn basic arithmetic operat;ons, including
fractions.

b. Good physical health as evidenced by el pre-employment
medical examinatIo-.

Special Skills Required

a. Ability to'commumnate with people and interpret conversations.

b. Ability to use a telephone.

c. Ability to operate an automobile is desirable.
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Narnf! of Position: Code Enforcement Inspector I

Supervisory Control: Code Enforcement Inspector II

Specific Description of Duties: The title for this type of personnel tray

vary among agencies; however, the Inspector I will perform the following

specific duties:

1. Performs many of the same duties as the Code Enforcement

Aide with the addition of increased responsibility in the

organization of programs.

2. Supervises code enforcement aide.

3. Assists in making decisions about operation of the division.

4. Reviews daily work reports of aide.

5. Prepares written reports for the supervisor.

6. Prepares correspondence for mailing.

7. Makes special investigations and more difficult insrections.

8. Initiates requests for demolition, condemnation, and filing

of warrants.

9. Prepares deficiency reports, prepares and serves violation

notices.

10. Selects geographic area and sets up schedule for systematic

inspection.

11. Conducts in-service training for aides.
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12. Makes entries and maintains case records.

Minimum Education/Experience Requirement

High School diploma or equivalency, and one (1) year experience
in code enforcement work

Special Skills Required

a. Ability to speak extemporaneously about the operations

of the division

b. Some knowledge of supervisory skills

c. Some basic knowledge of code regulations
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TRAINING, RESEARCH AND DEVELOPMENT, INC.

Name of Position: Code Enforcement Inspector II

Supervisor Control: Code Enforcement Inspector III or Chief o: the Division

Specific Description of Duties: The title for this type of personnel may

vary among agencies; however the inspector will perform the iollrwing

specific duties:

.
1. Performs any or all of the duties of the code enforcement

inspector I and takes direct responsibility for special pro-

jects.

2. Supervises code enforcement inspector I.

3. Prepares reports for warrants.

4. Testifies in court hearings.

Prepares final material fir court hckrings.c.-.

t,. Consults with attorneys. ....rchiLects And trade specialists.

7. Meets with other agencies on policy matters.

8. Reviews and analyzes literature in the housing field.

Minimum Education/Experience Re_quirements

High school diploma or equivalency, plus in-service training, and two
(21 years in code enforcement work, or B.A. degree.
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Special Skills Required

A more technical knowledge of code regulations.
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CURRICULUM TOPICS

FOR

ENTRY LEVEL POSITION

CODE ENFORCEMENT AIDE
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Topic: Local Housing Regulations

' J'ectives: To introduce the concept of code enforcement

To define the purpose of the agency

To introduce the regulations under which the agency
functions

Method of Presentation:

The trainer might present a lecture-discussion on the history of the

agency which would include the local legislation which created the agency.

Copies of the regulations manual might be distributed and particular

attention given to those regulations which affect the tasks the trainees

will perform. The trainees could be asked to cite examples from their

work experiences which would be governed by the various regulations

discussed. In addition, visuals might be prepared to demonstrate

compliance or non-compliance with the regulations. The trainer might

utilize the daily newspaper to .:all attention to articles pertaining to

activities in which the agency might be involved.

The basic divisions of the regulations manual should be discussed

and explained to familiarize the trainees with its organization. If time

permits, a more detailed study of the entire manual might be presented.

The trainer should review the section on Learning Principles so as

to make use of the trainee's experience in getting the information across.
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Resource Person

It is strongly suggested that the trainer conduct this session. This

will provide for maximum use of knowledge already acquired about the

individual aides' strengths and weaknesses which must be taken into

account in presenting this basic material.

Materials Needed

Blackboard Photographs

Colored Chalk News Clippings

Pointer Posters

Filmstrips

Follow-up Activity

1. Discussion of the objectives of Housing Regulations

2. Next session - The Meaning of Terms in the Housing

Regulations

References (if any)

None
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Topic: The Meaning of Terms in the Housing Regulations

Objectives: To get working definition of the terms

To develop skill in the use of code handbook

To prepare for sessions on investigation
and inspection

Method of Presentation

The trainer should write one term at a time on the blackboard.

Ask the group to help define the term. Guide the suggested meanings

until a working definition is agreed on by the group. Write the definition

on the blackboard. Direct the group to look up the term in the Regulations

handbook. Discuss points of agreement and disagreement. Have trainees

to write the term and meaning in his notebook. Go over the spelling of the

term.

Below is a list of suggested terms used in code enforcement. The

trainer might add other terms that trainees will need to be acquainted with.

complaint

investigation

inspection

compliance



non-compliance

violation

violation notice

deficiency

structure s

reinspection

abate

use and occupancy

zoning districts

land uses

conforming use
. dr

non - conforming use

variance

Resource Person

The trainer should conduct the session.

Materials Needed

Housing Regulations Handbook

Blackboard

Colored Chalk
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Follow-up Activity

1. Direct the group to study the spelling of the terms

2. Give a spelling quiz

References (if any)

Housing Regulations



Topic: Map Reading

Objectives:
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To show how to read a map

To show how to check for location, lots and squares

To exercise use of the new information

Method of Presentation

The trainer might obtain unmarked maps from local sources

or might make such maps. Variously colored pencils or chalk should be

used to delineate areas as they are identified during the training session.

The new information should be related to the session on housing regulations.

Resource Person

The trainer might use a resource person from the city planning

or zoning division for this session.

Materials Needed

City maps

Colored chalk or pencils

Listing of zones

List of addresses by lot and square
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Follow-up Activity

Aides would be assisted by the trainer in looking up and writing

in the corr.ct zoning on the list of addresses by lot and squares.

References (if any)

None



Topic: Agency Policies, Procedures and Reporting Reqirements
(2 sessions)

Objectives: To call trainees attention to specific policies, proce-
dures, and reporting requirements that affect how
trainees carry out their assignments

To reinforce what they already know about general
agency policies and procedures

To illustrate how agenc policies and procedures
protect them as employ,.es :11 the performance of
their duties

To illustrate how agency policies and procedures
protect the public

To review the agency policies and procedures manual
(if available) to enable trainees to use it independently

Method of Presentation:

The trainer might use the method of case discussion to get across

the main points about how agency policy and procedures protect the

employee and the public. Teaching cases might be designed by the trainer,

or the trainer might arrange for a code enforcement supervisor to present

orally "live" cases from his experiences. The trainees would be assisted

in examining and analyzing each case situation. Suggestions from the

group about what action alternatives might have been open to the agency

employee in each of the cases could be elicited and thoroughly discussed.

This approach would be useful to encourage employee flexibility and use of

judgment in working with neighborhood residents.
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The second session devoted to this topic might deal with policies,

procedures and standard forms used in the agency. Examples are case

activity reporting requirements, field scheduling, field accountability,

supervisory conferences and meetings, accountability regarding agency

supplies and equipment, use of the telephone, accountability in fiscal

matters such as tokens, reimbursement requests, and others. For the

greatest effect, presentation of this material might utilize the techniques

of giving a short talk on each content area, providing examples and pro-

blems that illustrate the point, asking questions and eliciting appropriate

experiental data for discussion. A packet of forms utilized by the agency

should be reviewed and the trainees taught how to complete them.

Resource Person

The trainer might conduct th's session. A supervisor o- senior

code enforcement inspector would be valuable resource r son for the

case discussion activity.

A section clerk in the code enforcement agency would be a helpful

resource person in the session devoted to in-office reporting requirements,

etc.

Materials Needed

Agency forms, policies and procedures manual
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Follow-up Activity

Group project - The training group could be assigned to develop

a single notebook that would -bring together under separate divisions all

the forms, other materials, which serve to make it possible for the

employee to meet the requirements outlined in policies, procedures and

reporting. The group might work in pairs and take responsibility for one

or more sections of the notebook.

References:

None
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Topic: Making An Inspection

Objectives: To show Aides what kinds of things to look for in
making an inspection

To review agency policies as they relate to making
an inspection

To define howAides observe and participate as a
team member in making an inspection

To show how to use agency forms required for
reporting an inspection

Method of Presentation:

The trainer might give a brief talk about the agency program

regarding the conditions under which inspections are made such as

by referral, specific area inspections, etc. Audio-visuals such as

pictures and film strips, or movies of structures might be used to

highlight the points to be gotten over. Trainees should be told what

o look for (observation). The trainer might intervene to discuss the

main points as they are revealed. Prior to the session the trainer

should list the main elements on the blackboard. After the film the

group should go over the list and write down the infortrttion in their

notebooks. The resource person could go over how he would conduct

the inspection on the visuals shown and entertain questions and suggestions

about how the aide might help as a member of the team.

Resource Person:

The trainer might make use of a member of the agency inspections

staff as a resource.
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Resource Person:

The trainer might make use of a member of the agency inspections

staff as a resource.

Materials Needed:

Filmstrips Blackboard

Movie Colored Chalk

Projector Photographs

Follow-up Activity

The trainer would arrange with appropriate personnel for aides

to accompany inspectors on inspections, or arrangements might be made

for the group to accompany an inspector on an inspection of an appropriate

vacant building. Trainees would be equipped with agency forms to record

their findings, (example, deficiency list).

References

None
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Topic: Investigating a Complaint

Objectives: To familiarize aides with complaint inspections as
opposed to routine inspections

To show aides how to use the .forms required by the
agency to report on action taken on the complaint

Method of Presentation:

The trainer inight give a short talk about the source and nature

of complaints and how they get to the inspector. Have the trainees design

complaint problems. Set up a role play situation using the complaint

problem designed. Orally review interview techniques. The trainer

should refer to the section on role play in the Trainer's Manual to

develop this session. The trainer might obtain agency forms required in

an investigation. Show the group a completed form and then go over each

item. After each role play situation,assist the group in completing the

report forrn(s).

Resource Person

The trainer might make use of a resource person from the agency

complaint section. Also, a supervisor from the investigation or inspection

division might be invited to assist the trainees in identifying what to look

for in such an investigation as each problem situation is role played.



-21-

Materials Needed:

Agency forms

Follow-up Activity

Practice in completing agency forms

Observation of the agency complaint desk

Arrange with appropriate personnel for trainees to accompany
an inspector on an investigation

References

None
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Topic: Telephone Techniques

Objectives: To demonstrate proper telephone manners

To make aides aware of how their telephone
manner might affect the caller

To exercise skill in listening and observing

To exercise skill in using common source
materials

To teach simple problem solving techniques

Method of Presentation: - Telephone Game

The trainer should ask questions about how the telephone might

be used in a code enforcement agency. List the suggested uses on the

blackboard. Select a simple use from the suggestions. Design a problem.

Set up a demonstration. The trainer should be the agency representative

and a trainee should be the caller. Tell the observers what to listen for.

When the demonstration is finished discuss what went on, the appropriate-

ness of the manner, accuracy of the information given, how the person at

each end of the telephone appeared to be affected by the other - tone of

voice, willingness to help, etc. Set up a presentation by trainees. Go

through the steps above. Divide the group into threes and send each group

to different corners of the room. Assign a use from the blackboard to

each group. In each group assign two trainees to be the callers and the

third trainee as the observer. Allow ten minutes for the exercise. Bring

the group back together. Get verbal reports from the observer and the
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callers about what each thought happened in his group. Summarize the

main points. Repeat the operation allowing the observer to be the tele-

phone game participants. Assign observers. Get the responses.

Summarize the unit in terms of the objectives.

Resource Person

The trainer should conduct the session.

Materials Needed:

Blackboard

Follow-up Activity

Assignment - Hand out a list of offices in the agency and of

agencies frequently used for referral purposes. Direct trainees to write

in the telephone numbers and street addresses using the agency directory

and the city directory.

References

1. Agency Directory

2. City Directory

J



Topic: Interviewing Techniques

Objectives:
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To get a working definition of an interview

To give aides tips on establishing rapport

To equip aides with techniques for eliciting
information

To make trainees aware of some things to avoid

To show the importance of looking for subjective
and objective facts

To make aides aware that all behavior is motivated
by needs and drives operating on the individual

To alert aides of what to look for in an interview
situation

Method of Presentation:

The trainer might have the group discuss what an interview is,

get their ideas and from themwrite down a definition that the group

decides it would like to use.

Have the group role play an interview situation. Discuss the role

play. Pull out interview guidelines, as they develop in the discussion, and

list them on the blackboard.
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Examples:

1. how rapport was established;

2. how the interviewer got information;

3. how the interviewee was affected by the
interviewer giving advice or interpretations
not solicited;

4. how much the interviewer understood about
what makes people tick;

5. how well did the interviewer understand his
own behavior; and

6. what signals to look for in an interview.

As each element is discussed find out how aides might have

handled the situation differently. Repeat role play situations and have

aides to critique each set using the interview guidelines. Show a film

demonstrating interviewing and have the trainees illentify the techniques

they observed.

Resource Person

The trainer might conduct this session.

Materials Needed

Blackboard

Projector

Resource persons for interviews

Colored Chalk

Film
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Follow-up Activity

Aides might be assigned in pairs to hold interviews with different

agency personnel. One aide might interview while the other observes and

reverse roles using a different interviewee.

References (if any)

Annette Garrett, Interviewing - Its Principles and Methods
New York: Family Services Association, 1953.
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Topic: Utilizing Community Resources

Objectives: To identify community agencies/organizations
and the services provided

To make aides aware of services that might be
available to them

To equip aides with information needed to work
with neighborhood residents

To get a working knowledge about how to make
referrals

Method of Presentation:

The trainer might plan a panel discussion with resource persons

sitting on the panel. The trainees should be prepared for the panel by

pre-discussion, formulation of questions which might be put before the

panel, and by review of interviewing techniques.

Resource Persons

Panelist might include social workers, counselors, or administra-

tors from such services as: public welfare, hospital social services or

public health clinic, housing authority, day care programs, employment

service.

Materials Needed

Suitable space

City Telephone Directory

Conference Table

Local Social Service Directory
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Follow-up Activity

Field trip to selected agencies might be arranged. Aides would

be alerted about what to look for and would complete a field observation

report. They should also prepare an individual notebook showing such

information as name of agency/organization, address, telephone, and

services provided.

References (if any)

None



Topic: Making a Presentation

Objectives:
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To enable aide to serve community residents as
a resource person for information about agency
activities

To teach simple techniques in organizing ideas
and giving a talk

To develop ability to handle himself in ublic
as an agency representative

To acquaint him with agency community projects
- their goals and objectives

Method of Presentation:

The trainer could select an agency project. Elicit from the group

suggestions about what community people might want to know if the project

was coming to their neighborhood. Write the responses on the blackboard.

Help the group to pull out the most important points. Who? What? Why?

Where? When? How? Assist the group to develop sentences for each

question. Tell the group now that they have prepared a talk, how would

they give a good talk. List the responses on the board. Go over the main

points - posture, speech, tone, level of speaking voice, mannerisms.

Have each trainee make a presentation using the prepared talk. Ask the

group to comment on each presentation using the key points listed above.

Direct the trainees to write down the questions for preparing a talk and

the points on making a speech.
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Resource Person

The trainer should conduct this session.

Materials Needed

index cards, blackboard, colored chalk, microphone and
speakers rostrum, if desired

Follow-up Activity

Assignment - Direct trainees to prepare a talk about something

important to them to be presented in the next session.
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SAMPLE ENTRY-LEVEL TRAINING PROGRAM

TRD suggests that the training for the entry-level position should

last three (3) months or twelve (12) weeks. The program would be divided

into two phases. Phase I would provide skills instruction three times per

week. Phase II would be all work experience with the last week devoted to

evaluation and review of any of the material the trainee group feels is

necessary.

At the end of Phase I two sessions are designated for review and

evaluation of material presented up to that time. This will permit the

trainers to plan training events to reinforce review material previously

presented according to feedback from the trainees. It is suggested that at

the end of the second phase a completion ceremony should be held. The

Director of the Agency should be invited to extend congratulations and

present certificates to the trainees who have successfully completed the

training program.

The topics should be rearranged according to your priorities and

needs. For example, it may be felt that the session on telephone techniques

should precede the session on terms. Some topics may require more than

one or two sessions. Where it is necessary to devote more than one or

two sessions to a topic, the additional session(s) should be planned and

scheduled.
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If the trainees are new employees, the first week of training should

be devoted to orientation to the Agency as indicated on the sample schedule.

Suggestions for the orientation are outlined in Section I of the Handbook

under the topic "Getting Started. "
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IN-SERVICE TRAINING FOR INSPECTOR I AND II
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IN-SERVICE TRAINING FOR INSPECTOR I ANA II

The Inspector I will perform the more difficult and technical tasks

related to code enforcement. He will be proficient in performing all the

tasks outlined in the entry level nosition. The Inspector I will have additional

tasks to perform which require additional skills training. The following topics

are presented which will prepare an employee to perform successfully in

the Inspector I position if he has been trained to perform the tasks required

in the entry level position.

The Inspector IIwill perform the technical tasks related to the agency.

He will be proficient in performing all the tasks outlined in the entry level

and the mid-level positions. The Inspector II will have additional tasks to

perform which require additional in-service training in courtroom procedures

and decorum. Such a curriculum topic is included. In addition, the Inspector

II positior also demands higher education preparation due to the level at

which he functions.
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CURRICULUM TOPICS

FOR

MID LEVEL POSITION

CODE ENFORCEMENT INSPECTOR I

1

4
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Topic: Techniques of Supervision (Several Sessions)

Objectives: To show how to study the unit workload and divide
the load into manageable caseloads for worker
assignments

To show how to organize to effect better use of time
and resources

To increase understanding of the supervisor's role
and responsibility in relation to his supervisees and
in relation to his supervisor, to enable him to function
more effectively in both roles

To increase awareness of the importance of feedback
to supervisees and supervisor to enable him to function
effectively in his role

To increase awareness of the effects of human drives
and needs on the work eituation,to enable him to
establish and maintain production and unit harmony

To improve skills in employee assessment and
evaluation of performance, to enable him to identify
and plan for employee training needs

Method of Presentation:

The training needs covered in the objectives will require several

sessions for accomplishment. All the techniques described in the trainer's

manual might be utilized to accomplish the training purpose. However,

it is suggested that lecture-discussion, demonstration, observation and

presentation, supported by audio-visuals, might be the most effective

techniques to get across material related to workloard management and

organizing for effective use of time, and worker assessment and evaluation.
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The areas dealing with human relations and self awareness might

best be taught through use of the techniques of role play, movies, discus-

sion, presentation and observation, since the material involves gaining

insight into feelings and behavior.

Observation and feedback is critical in a person's becoming aware

of himself and his effect on others. One way of setting up an exercise

where insight might be gained is to set up a role play situation involving

a supervisor and supervisee. The observers report outlined below

might be used to report what took place.

Resource Person

The trainer might plan for a resource person with skills in work

organization and management; and a resource person(s) with experience

in personnel who has special skill in worker assessment and performance

evaluation.

A resource person with a background in the behavioral sciences

might prove very useful in communicating knowledge about human

behavior, drives and needs.

Materials Needed:

The trainer should identify the material needed when the method of

presentation of the content is determined.
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Follow-up Activity

Follow-up activity will depend on the methods chosen for presenta-

tion. However, activities such as designing problems, observation of

worker activity, maintenance of a time utilization record, completing

assessment and performance rating scales of supervisees might be

appropriate application of the new knowledge.
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OBSERVER'S REPORT

DIRECTIONS: Put a check mark in the appropriate boxt . to H each time
you observe a significant exchange between the supervisor
and the employee. After the interview is concluded, place
a check nn the two "Summary" lines below the boxes.

Supervisor behavior (one check for
each time observed.)

Employee behavior (one
check for each time
observed.)

A. Showing irritation A. Resentful

B. Criticizing B. Criticizing

C. Evaluating
.

C. Disagreeing
.

D. Selling D. Selling

E. Telling E. Telling

F. Listening F. Listening

G. Sharing G. Sharing

H. Problem solving H. Problem solving

SUMMARY: Overall, I would rate the boss as creating this climate:

0 1 2 3 4 5 6 7 8 9

Criticizing, Telling, Selling, Sharing;
demanding controlling manipulating problem solving

Overall, I would rate the employee's reaction as:

0 1 2 3 4 5 6 7 8 9

Resentful Resisting Listening Sharing,
problem solving

NOTES:
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Topic: The Decision-Making Process

Objectives: To show the importance of setting limits on decision
making in the performance of his duties

To make the trainee aware of what is required to make
deci ions

To demonstrate how the trai nee can be involved in
cooperative planning with other decision-making
units

To teach techniques for involving supervisees in
appropriate decision-making activities

Method of Presentation:

The trainer might discuss with the trainees where responsibility

is placed for certain types of decision-making, why this is necessary, and

the role the trainees might have in the process. For example, a trainee

might be responsible for collecting data required in order that his super-

visor can decide whether to assign new cases in the unit. To show the

importance of limit setting in decision-making, the trainer might have the

trainees discuss the types of decisions they can make and why. To make

trainees aware of what is required to make a decision, the trainer might

design a problem for the trainees to solve. The trainer might guide the

group to understand the basic requirements needed to make a decision which

are alternatives, information about them, and prospect of implementing

the decision.
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Resource Person

The trainer might conduct the session.

Materials Needed:

Blackboard, colored chalk

Follow-up Activity

In tn.. next meeting, trainee might consciously apply the steps in

the decision making process in an appropriate situation. The situation

then might be analyzed using the Forced Field Analysis technique.

References

None
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Topic: Writing Better Reports and Letters

Objectives: To show how to organize data for reports, letters and
case records

To impress upon the trainee the importance of writing
complete reports

Method of Presentation:

The trainer might use the techniques of lecture-discussion, demon-

stration, observation and presentation to assist trainees in improving

their writing skills. The trainer might explain how the agency uses

reports and discuss the information that should be found in them.

Resource Person

The trainer might conduct this session.

Materials Needed:

Case records

Sample of agency letters

Follow-up Activity

The trainer should have trainees to write a letter and a report to

be critiqued by the group. Trainees would then be asked to rewrite the

material using these criticism.

References: None
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Topic: Testifying in Court or Court Appearance's

Objectives: To prepare trainee for courtroom appearances in
connection with cases which involve the agency

To improve trainees' skills in preparing reports
for court

Method of Presentation:

The trainer might use such techniques as role play, demonstration,

observation, and presentation to accomplish the objectives of this session.

Skills in preparing reports for the court might be taught by the

lecture-discussion method.

Resource Person

The trainer might make use of the attorney retained by the agency

for this session.

Materials Needed:

The trainer might prepare a case record or court record from his

caseload, if appropriate. The report would be critiqued by the resource

person. The trainee would be assigned to rewrite the report incorporating

the suggestions of the attorney.

References:

None
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Name of Position: Zoning Inspector Aide

Supervisory Control: The services of the Zoning Inspector Aide

should be supervised by the Zoning Inspector I.

Specific Description of Duties: The title for this type of personnel may

vary among agencies; however, the aide will perform the following

specific duties:

1. Plans work rchedule with supervisor.

2. Assists supervisor in making routine inspections

of new structures and land use.

3. Makes initial investigation of complaints, and reports

findings to supervisor, as requested.

4. Reinspects new structures and land use for compliance

and reports findings to supervisor.

5. Measures and sketches surfaces and takes photographs

if required.

6. Informs supervisor when it is necessary to bring in a

trade specialist.

7. Makes referrals to community agencies as necessary.



8. Interviews tenants, homeowners, and other

community residents who seek information about

zoning regulations.

9. Informs residents about various agency

activities.

10. Completes all forms required by the supervisor.

11. Gathers information from agency records and

maps and charts for the supervisor.

12. Receives telephone inquiries, handles or

refers as necessary.

13. Participates in staff meetings.

Minimum Educational Requirements

a. No specific educational achievement required,
however, applicant must demonstrate ability
to read and write well enough to complete records
and perform written instructions, and ability
to perform basic arithmetic operations, including
fractions.

b. Good physical health as evidenced by a pre-
employment medical examination.

Special Skills Required

a. Ability to communicate with people and interpret
conversations.

b. Ability to use a telephone.

c. Ability to operate an automobile is desired.
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Name of Position: Zoning Inspector I

Supervisory Control: Zoning Inspector II

Specific Description of Duties: The title for this type of personnel

may vary among agencies; however, the Inspector I will perform the

following specific duties:

1. Performs many of the same duties as the

Zoning Inspector Aide with the addition of

increased responsibility in the organization

of programs.

2. Supervises zoning inspector aide

3. Assists in making decisions about operation of

the division

4. Reviews daily work reports of aide

5. Prepares written reports for the supervisor

6. Prepares correspondence for mailing

7. Makes special investigations and more difficult

inspections

8. Initiates requests for filing of warrants

9. Prepares and serves violation notices
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10. Selects geographic area and sets up schedule for

systematic inspection

11. Checks zoning adjustment orders to verify compliance

12. Conducts in-service training for aides

13. Makes entries and maintains case records

Minimum Education/Experience Requirement

High School diploma or equivalency, and one (1) year
experience in zoning inspection work

Special Skills Required

a. Ability to speak extemporaneously about the

operations of the division

b. Some knowledge of sup, rvisory skills

c. Some basic knowledge of zoning regulations

J
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TRAINING, RESEARCH AND DEVELOPMENT, INC.

Name of Position: . Zoning Inspector II

Supervisor Control: Zoning Inspector III or Chief of the

Division

Specific Description of Duties: The title for this type of personnel may

vary among agencies; however, the inspector will perform the following

specific duties:

1. Performs any or all of the duties of the

zoning inspector I and takes direct responsi-

bility for special projects

2. Supervises zoning inspector I

3. Reviews applications for use and occupancy permits

4. Assists applicants for use and occupancy permits

to draw and scale plat plans

5. Prepares reports for warrants

6. Testifies in court hearings

7. Prepares final material for court hearings

8. Consults with attorneys, architects and trades

specialists

9. Gathers data for the Planning Commission

10. Meets with other agencies on policy matters

11. Reviews and analyzes literature in the zoning field.



Minimum Education/Experience Requirements

High school diploma or equivalency, plus in- service
training, and two -(2) years in zoning. inspection work,
or B.A. degree.

Special Skills Required

A more technical knowledge of zoning laws
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Topic: Local Zoning Regulations

Objectives: To introduce the concept of zoning enforcement

To define the purpose of the agency

To introduce the regulations under which the agency
functions

Method of Presentation:

The trainer might present a lecture-discussion on the history of the

agency which would include the local legislation which created the agency.

Copies of the regulations, manual might be distributed and particular

attention given to those regulations which affect the tasks the trainees

will perform. The trainees could be asked to cite examples from their

work experiences which would be governed by the various regulations

discussed. In addition, visuals might be prepared to demonstrate

compliance or non-compliance with the regulations. The trainer might

utilize the daily newspaper to call attention to articles pertaining to

activities in which the agency might be involved.

The basic divisions of the regulations manual should be discussed

and explained to familiarize the trainees with its organization. If time

permits, a more detailed study of the entire manual might be presented.

The trainer should review the section on Learning Principles so as

to make use of the trainees' experiences in getting the information across.
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Resource Person

It is strongly suggested that the trainer conduct this session. This

will provide for maximum use of knowledge already acquired about the

individual aides' strengths and weaknesses which must be taken into

account in presenting this basic material.

Materials Needed

Blackboard Photographs

Colored Chalk News Clippings

Pointer Posters

Film strips

Follow-up Activity

1. Discussion of the objectives of zoning regulations

2. Next session - The Meaning of Terms in Zoning

Regulations

References (if any)

None

J
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Topic: The Meaning of Terms in Zoning Regulations

Objectives: To get working definition of the terms

To develop skill in the use of the regula'tions handbook

To prepare for sessions on investigation

and inspection

Method of Presentation

The trainer should write one term at a time on the black-

board. Ask the group to help define the term. Guide the suggested

meanings until a working definition is agreed on by the group. Write

the definition on the blackboard. Direct the group to look up the term

in the Regulation handbook. Discuss points of agreement and disagree-

ment. Have trainees to write the term and meaning in his notebook. Go

over the spelling of the term.

Below is a list of suggested terms used in zoning

enforcement. The trainer might add other terms that trainees will need

to be acquainted with.

c qmpla int

investigation

inspection

compliance



non-compliance

violation

violation notice

deficiency

structures

reinspection

abate

use and occupancy

zoning districts

land uses

conforming use

non-conforming use

variance

special exception

Resource Person

The trainer should conduct the session.

Material Needed

Zoning Regulations Handbook

Blackboard

Colored Chalk
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Follow-up Activity

1. Direct the group to study the spelling of the terms

2. Give a spelling quiz

References (if any)

Zoning Regulations

J
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Topic: Map Reading

Objectives: To show how to read a zoning map

To show how to check for zoning of different areas

To exercise use of the new information

Method of Presentation

The trainer might obtain unmarked maps from local sources

or might make such maps. Variously colored pencils or chalk should

be used to delineate zoning districts as these are identified during the

training session. The new information should be related to the session

on zoning regulations.

Resource Person

The trainer might use a resource person from the city

planning or zoning division for this session.

Materials Needed

Zoning maps

Colored chalk or pencils

Listing of zones

List of addresses by lot and square
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Follow-up Activity

Aides would be assisted by he trainer in looking up and

writing in the correct zoning on the list of addresses by lot and square.

References (if any)

None

,
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Topic: Agency Policies, Procedures and Reporting Requirements
(2 sessions)

Objectives: To call trainees attention to specific policies, pro-
cedures and reporting requirements that affect how
trainees carry out their assignments

Te reinforce what they already know about general
agency policies and procedures

To illsuLrate how agency policies and procedures
protect them as employees in the performance of
their duties

To illustrate how agency policies and procedures
protect the public

to review the agency policies and procedures
manual (if available) to enable trainees to use it
independently

Method of Presentation:

The trainer might use the method of case discussion to get across

the main points about how agency policies and procedures protect the

employee and the public. Teaching cases might be designed by the trainer,

or the trainer might arrange for a zoning inspection supervisor to pre-

sent orally "live" cases from his experiences. The trainees would be

assisted in examining and analyzing each case situation. Suggestions

from the group about what action alternatives might have been open to

the agsncy employee in each of the cases could be el. :ted and thoroughly

discussed. This approach would be useful to encourage employee flexi-

bility and use of judgement in working with neighborhood residents.
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The second session devoted to this topic might deal with policies,

procedures and standard forms used in the agency. Examples are case

activity reporting requirements, field scheduling, field accountability,

supervisory conferences and meetings, accountability regarding agency

supplies and equipment, use of the telephone, accountability in fiscal

matters such as tokens, reimbursement requests, and others. For the

greatest effect, presentation of this material might utilize the techniques

of giving a short talk on each content area, providing examples and pro-

blems that illustrate the point, asking questions and eliciting appropriate

experiental data for discussion. A packet of forms utilized by the agency

should be reviewed and the trainees taught how to complete them.

Resource Person:

The trainer might conduct this session. A supervisor or senior

zoning inspector would be a valuable resource person for the case dis-

cussion activity.

A section clerk in the zoning enforcement agency would be helpful

resource person in the session devoted to in-office reporting requirements,

etc.

Materials Needed:

Agency forms, policies and procedures manual
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Follow-up Activitx.

Group project - The training group could be assigned to develop

a single notebook that would bring together under separate divisions all

the forms, other materials, which serve to make it possible for the

employee to meet the requirements outlined in policies, procedures

and reporting. The group might work in pairs and take responsibility

for one or more sections of the notebook.

References:

None

9

J
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Topic: Making An Inspection

Objectives: To show Aides what kinds of things to look for in
making an inspection

To review agency policies as they relate to making
an inspection

To define how Aides observe and participate as a
team member in making an inspection

.

To show how to use agency forms required for
reporting an inspection

Method of Presentation:

The trainer might give a brief talk about the agency program re-

garding the conditions under which inspections are made such as by

referral, specific area inspections, etc. Audio-visuals,such as

pictures and filmstrips or movies of scructures,might be used to highlight

the points to be gotten over. Trainees should be told what to look for

(observation). The trainer might intervene to discuss the main points as

they are revealed. Prior to the seslion the trainer should list the main

elements on the blackboard. After the film the group should go over the

list and write down the information in their notebooks. The resource person

could go over how he would conduct the inspection on the visuals shown and,

entertain questions and suggestions about how the aide might help as a

member of the team.
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Materials Needed:

Film strips Blackboard

Movie Colored Chalk

Projector Photographs

Follow-up Activity

The trainer would arrange with appropriate personnel

for aides to accompany inspectors on inspections: or arrangements

might be made for the group to accompany an inspector on an inspection

of an appropriate vacant building. Trainees would be equipped with

agency forms to record their findings. (example, deficiency list)

References

None
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Topic: Investigating a C omplaint

Objectives: To familiarize aides with complaint inspections as
opposed to routine inspections

To show aides how to use the forms required by the
agency to report on action taken on the complaint

Method of Presentation:

The trainer might give a short talk about the source and nature

of complaints and how they get to the inspector. Have the trainees design

complaint problems. Set up a role pi ay situation using the complaint

problem designed. Orally review interview techniques. The trainer

should refer to the section on role play in the Trainer's Manual to

develop this session. The trainer might obtain agency forms required

in an investigation. Show the group a completed form and then go over

each item. After each role play situation assist the group in completing

the report form(s).

Resource Person:

The trainer might make use of a resource person from the agency

complaint section. Also,a supervisor from the investigation or inspection

division might be invited to assist the trainees in identifying what to look

for in such an investigation as each problem situation is role played.

Material Needed:

Agency forms
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Follow-up Activity

Practice in completing agency forms

Observation of the agency complaint desk

Arrange with appropriate personnel for trainees to
accompany an inspector on an investigation

References:

None
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Topic: Telephone Techniques

Objectives: To demonstrate proper telephone manners

To make aides aware of how their telephone

manners might affect the caller

To exercise skill in listening and observing

To exercise skill in using common source

materials

To teach simple problem solving techniques

Method of Presentation - Telephone Game

The trainer should ask questions about how the telephone

might be used fn a zoning enforcement agency. List the

suggested uses on the blackboard. Select a simple use from the

suggestions. Design a problem. Set up a demonstration. The trainer

should be the agency representative and a trainee should be the caller.

Tell the observers what to listen for. When the demonstration i s finished

discuss what went on, the appropriateness of the manner, accuracy of

the informa tion given, how the person at each end of the telephone

appeared to be affected by the other - tone of voice, willingness to help,

etc. Set up a presentation by trainees. Go through the steps above.

Divide the group into threes and send each group to different corners of
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the room. Assign a use from the blackboard to each group. In each

group assign two trainees to be the callers and the third trainee as the

observer. Allow ten minutes for the exercise. Bring the group back

together. Get verbal reports from the observers and the callers about

what each thought happened in his group. Summarize the main points.

Repeat the operation allowing the observers to be the telephone game

participants. Assign observers. Get the responses. Summarize the

unit in terms of the objectives.

Resource Person

The trainer should conduct the session.

Material Needed

Blackboard

Follow-up Activit y

Assignment - Hand out a list of offices in the agency and of

agencies frequently used for referral purposes. Direct trainees to

write in the telephone numbers and street addresses using the agency

directory and the city directory.

References - 1. Agency Directory

2. City Directory
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Topic: Interviewing Techniques

Objectives: To get a working definition of an interview

To give aides tips on establishing rapport

To equip aides with techniques for eliciting

information

To make trainees aware of some things to avoid

To show the importance of looking for subjective

and objective facts

To make aides aware that all behavior is motivated

by needs and drives operating on the individual

To alert aides of what to look for in an interview situation

Method of Presentation

The trainer might have the group discuss what an interview

is, get their ideas and from them write down a definition that the group

decides it would like to use.

Have the group role play an interview situation. Discuss

th' role play. Pull out interview guidelines, as they develop in the dis-

cussion and list them on the blackboard.
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Examples:

1. how rapport was established;

2. how the interviewer got inforMation;

3. how the interviewee was affected by the
interviewer giving advice or interpretations
not solicited;

4. how much the interviewer understood about
what makes people tick;

5. how well did the interviewer understand his
own behavior; and

6. what signals to look for in an interview.

As each element is discussed find out how aides might have

handled the situation differently. Repeat role play situations and have

aides to critique each set using the interview guidelines. Show a film

demonstration interviewing, and have the trainees identify techniques

they observed.

Resource Person

The trainer might conduct this session.
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Material Needed

Blackboard

Colored Chalk

Projectcr

Film

Resource persons for interviews

Follow-up Activity

Aides might be assigned in pairs to bold interviews with

different agency personnel. One aide might interview while the other

observes and turn about using a different interviewee.

References (if any)

Annette Garrett, Interviewing - Its Principles and
Methods. New York: Family Services Association,
1953.
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Topic: Utilizing Community Resources

Objectives: To identify community , genciesi organization

and the services provided

To make aides aware of services that might

be available to them

To equip aides with information needed to

work with neighborhood residents

To get a working knowledge about how to

make referrals

Method of Presentation

The trainer might plan a panel discussion with resource

persons sitting on the panel. The trainees should be prepared for the

panel by pre-discussion, formulation of questions which might be put

bef ore the panel, and by review of interviewing techniques.

Resource- Persons

,Panelist might include social workers, counselors, or

administrators from such services as: public welfar', hospitals, social

services or public health clinics, housing authority, day care programs,

employment service.
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Material Needed

Suitable Space

Conference Table

City Telephone Directory

Local Social Service Directory

Follow-up Activity

Field rips to selected agencies might be arranged. Aides

would be alerted about what to look for and would complete a field

observation report. They should also prepare an individual notebook

showing such information as name of agency/organization, address,

telephone and services provided.

References (if any)

None



Topic: Making a Presentation

Objectives:
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To enable aide to serve community residents as

a resource person for information about agency

activities

To teach simple techniques in organizing ideas

and giving a talk

To develop ability to handle himself in public

as an agency representative

To acquaint him with agency community projects

- their goals and objectives

Method of Presentation

The trainer could select an agency project. Elicit from the

group suggestions abou what community people might want to know if

the project was coming to their neighborhood. Write the responses on

the blackboard. Help the group to pull out the most important points.

Who? Wh-U? Why? Where? When? How? Assist the group to develop

sentences for each question. Tell the group now that they have prepared

a talk, how would they give a good talk. List the responses on the board.

Go over the main points - posture, speech, tone, level of speaking voice,

mannerisms. Have each trainee make a presentation using the prepared
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talk. Ask the group to comment on each presentation using the key

points listed above. Direct the trainees to write down the questions for

preparing a talk and the points on making a speech.

Resource Person

The trainer should conduct this session.

Material Needed

index cards, blackboard, colored chalk, microphone

and speakers rostrum, if desired

Follow-up Activity

Assignment - Direct trainees to prepare a talk about

something important to them to be presented in the next session.
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SAMPLE ENTRY-LEVEL TRAINING PROGRAM

TRD suggests that the training for the entry-level position should last

three (3) months or twelve (I21 weeks. The program would be divided into

two phases. Phase I would provide skills instruction three times per week.

Phase II would be all work experience with the last week devoted to evaluation

and review of any of the material the trainee group feels is necessary.

At the end of Phase I two sessions are designated for review and

evaluation of material presented up to that time. This will permit the

trainers to plan training events to reinforce review material previously

presented according to feedback from the trainees. It is suggested that at

the end of the second phase a completion ceremony should be held. The

Director of the Agency should be invited to extend congratulations and

present certificates to the trainees who have successfully completed the

training program.

The topics should be rearrrnged according to your priorities and needs.

If, for example, it is felt that the session on telephone techniques should

precede the session on terms. Some topics may require more than one or

two sessions. Where it is necessary to devote more than one or two sessions

to a topic, the additional session(s) should be planned and scheduled.

I



ft
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If the trainees are new employecq, the first week of training should

be devoted to orientation to the Agency as indicated on the sample schedule.

Suggestions for the orientation are outlined in Section I of the Handbook

under the topic "Getting Started."
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IN-SERVICE TRAINING FOR INSPECTOR I AND TI
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IN-SERVICE TRAINING FOR INSPECTOR I AND II

The Inspector I will perform the more difficult and technical

tasks related to zoning inspections. He will be proficient in performing

all the tasks outlined in the entry level position. The Inspector I will

have additional tasks to perform which require additional skills training.

The following topics are presented -,hich will prepare an employee to

perform successfully in the Inspector I position if he has been trained

to perform the tasks required in the entry level position.

The Inspector II will perform the technical tasks related to

the agency. He will be proficient in performing all the tasks outlined

in the entry level and the mid-level positions. The Inspector II will

have additional tasks to perform which require additional in-service

training in courtroom procedures and decorum. Such a curriculum

topic is included. In addition, the Inspector II position also demands

higher education preparation due to the level at which he functions.
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CURRICULUM TOPICS

FOR

MID LEVEL POSITION

ZONING INSPECTOR I
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Topic: Techniques of Supervision (Several Sessions)

Objectives: To show how to study the unit workload and divide
the load into manageable caseloads for worker
assignments

To show how to organize to effect better use of time
and resources

To increase understanding of the supervisor's role
and responsibility in relation to his supervisees and
in relation to his supervisor, to enable him to function
more effectively in both roles

To increase awareness of the importance of feedback
to supervisees and supervisor to enable him to function
effectively in his role

To increase awareness of the effects of human drives
and needs on the work situation, to enable him to
establish and maintain production and unit Eu., :mony

To improve skills in employee assessment and
evaluation of performance, to enable him to identify
and plan for employee training needs

Method of Presentation

The training needs covered in the objectives will require several

sessions for accomplishment. All the t -z hniques described in the trainer's

manual might be utilized to accompli the training purpose. However,

it is suggested that lecture-discussion, demonstration, observation and

presentation, supported by audio visuals, might be the most effective

techniques to get across material related to workload management and

organizing fOr effective use of time, and worker assessment and evaluation.

The areas dealing with human relations and self awareness might

best be taught through use of the techniques of role play, movies, discussion,

presentation and observation, since the material involves gaining insight
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into feelings and behavior.

Observation and feedback is critical in a person's becoming aware

of himself and his effect on others. One way of setting up an exercise

where insight might be gained is to set up a role play situation involving

a supervisor and supervisee. The observer's koport outlined below

might be used to report what took place.

Resource Person

The trainer might plan for a resource person with skills in work

organization and management; and a resource person(s) with experience

in personnel who has special skills in worker assessment and performance

evaluation.

A resource person with a background in the behavioral sciences

might prove very useful in communicating knowledge about human behavior ,

drives and needs.

Material Needed

The trainer might identify the materials needed when the method

of presentation of the content is determined.

Fc.11ow-up Activity

Follow-up activity will depend on the method's chosen for presentation.

lioweler, activities such as designing problems, observation of worker

activity, maintenance of a time utilization record, completing assessment

and performance rating scales of supervisees might be appropriate

application of the new knowledge.
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OBSERVER'S REPOPT

DIRECTIONS: Put a check mark in the appropriate box, A to H each
time you observe a significant exchange between the
supervisor and the employee. After the interview is
conclude.", place a check on the two "Summary" lines
below the boxes.

Supervisor behavior (one check for
each time observed.)

Employee behavior (one check
for each time observed.)

A. Showing irritation A. Resentful

B. Criticizing B. Criticizing

C. Evaluating C. Disagreeing

D. Selling D. Selling

E. Telling E. Telling

F. Listening F. Listening

G. Sharing G. Sharing

H. Problem Solving H. Problem Solving

SUMMARY: Overall, I would rate the boss as creating this climate:

0 1 2 3 4 5 6 7 3 9
Criticizing, Telling, Selling, Sharing,

demanding controlling manipulating problem solving

Overall, I would rate the employee's reactioa as:

0 1 2 3 4 5 6 7 8 9

Resentful Resisting Listening Sharing,
problern solving

NOTES:



Topic: The Decision-Making Process

Objectives: To show the importance of setting limits on decision
making in the performance of his duties

To make the trainee aware of what is required to make
decisions

To :lemonstraie how the trainee can be involved in
cooperative planning with other decision- making
units

To teach techniques for involving supervisees in
appropriate decision-making activities

Method of Presentation:

The trainer mig '-t discuss with the trainees where responsibility

is placed for certain types of decision-making, why this is necessary,

and the role the trainees might have in the process. For example, a

trainee might be responsible for collecting data required in order that

his supervisor can decide whether to assign new cases in the unit. To

show the imporatnce of limit setting in decision-making, the trainer

might have the trainees discuss what types of decisions they can make

and why. To make trainees aware of what is required to make a decision,

the trainer might design a problem for the trainees to solve. The trainer

might guide the group to understand the basic requirements needed to

make a decision which are alternatives, information about them, and

prospect of implementing the decision.
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Resource Person

The trainer might conduct the session.

Materials Needed:

Blackboard, colored chalk

Follow-up Activity

In the next meeting, trainee might consciously apply the

steps in the decision making process in an appropriate situation. The

situation then might be analyzed using the Forced Analysis technique.

References:

None



-43-

Topic: Writing Better Reports wad Letters

Objectives: To show how to organize data for reports, letters and
case records

To impress uponI

the trainee the importance of writing
complete reports

Method of Presentation:

The trainer might use the Leetnicr.'es of lectuz "-discussion,

demonstration, observation and presentation to assist trainees in im-

proving their writing skills. The trainer might explain how the agency

uses reports and discuss the information that should be found in them.

Resource Person

The trainer might conduct this session.

Material Needed

Case records

Sample of agency letters

Follow-tip Activity

The trainer might have trainees to write a letter and a report

to be critiqued by the group. Trainees would then be asked to rewrite

the material using these criticism.

References:

None
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CURRICULUM TOPICS

FOR

GOAL POSITION

ZONING INSPECTOR II
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Topic: Testifying in Court or Court Appearances

Objectives: To prepare trainee for courtroom appearances in
connection with cases which involve the agency

To improve trainees skills in preparing reports for court

Method for Presentation:

The trainer might use such techniques as role play, demonstration,

observation and presentation to accomplish the objectives of this session.

Skills in preparing reports for the court might be taught by the

lecture-discussion method.

Resource Person

The trainer might make use of the attorney retained by the agency

for this session.

Material Needed:

Case records

Follow-up Activity

The trainee might prepare a case record or court report from his

caseload, if appropriate. The report would be critiqued by the resource

person. The trainee would be assigned to rewrite the re

the suggestions of the attorney.

Reference

None

or incorporating
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United States (some in your area) who have purchased the summary tapes will

4

furnish data and service to other local users.

le are providing an address list of these summary tape processing

centers by city and State. The centers may vary by the geographic coverage

of the data they hold, so a code scheme is used to give a rough indication '

of their geographic coverage:

A - county or group of counties in
one or more States

a - State

C group of States

D - all. States

Summary Tape Processing Centers Address'List

Alabama

(B) Bu#eau of Research and Community (C)

rvice
chaol of Community and Allied

th Resources
Uni ersity of Alabama (C)

101 Seventh Avenue, South
rBi ngham, Alabama 35233

(A) Uni;versity of Computer Cehter
diversity of South Alabama
lobile, Alabama 36608

(C) /Center for Business and Economic
Research

Graduate School of Business
University of Alabama, Box XII
University, Alabama 35486

91

(B)

Arizona

Resource Consultants, Inc.
201 East Earll Drive
Phoenix, Arizona 85012

Western American Computing
Corporation

2214 North Central Avenue
Phoenix, Arizona 85004

Arkansas

Industrial Research and Ex-
tension Center

University of Arkansas
P.O. Box 3017
Little Rock, Arkansas 72203

a



(B)

Alaska
(C)

City of Anchorage

Data Processing Division
P.O. Box 400,

Anchorage, Alaska 99501

(B) Institute of Socialo Economi
and Government Research

University of Alaska
College, Alaska 99701

California

(D)

Urban Decision Systems, Inc.,
Post Office Box 2543
Los Angeles, California 90025

Becker and Hayes, Inc. _

11661 San Vicente Blvd.
Suite 907

Los A4geles, California 90049

(D) Consolidated Analysis Centers,
Incorporated (C.A.C.I.?

12011 San Vicente Boulevard
Suite 350

Los Angeles, California-90049

(D) Judson Branch Research Center
;ALLSTATE Iniurance Company
321 Middlefield Road
Menlo Park, California. 94025

(B)

(D)

(C) Market Compilation and Research
Bureau

12011 Victory Boulevard
North Hollywood, .California 91609

(B)
(D) Academic Census Data Center

16332 Akron, Street

Pacific Palisades, Calif. 90272

(C) prVironmental Systems Research
Institute

14 Fifth Street

Redlands, California 92373

92

Institute of Governmental

Studies a,d the Survey
Research Center

University of California
Berkeley, California 94720

Systems, Science and Software
P.O. Box 1620
La 'Jolla, California 92037

Public Systems Research
Institute

University of Southern
California

University Park
Los Angeles, California 90017

Darley!Gobar Associates, Inc.
17802 Irvine BoAlevard
Tustin, California 92680

Speron,'Inc.
14760 Oxnard Street
Van Nuys, California 91401

Colorado

Business Research Division
Graduate School Of Business

Administration
,University of Colorado 80302

Scientific Software Corp.
Education'and Economic
Systems Division

123 Spruce Street
Boulder, Colorado 80302

Bureau of Business and Public
Research, School of Business

University of Northern Colo.
Greeley, Colorado 80631
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(C) Systems Exploration, Inc.
3687 Voltaire Street
San Diego, California 92106

(C) David Bradwell and Associates
Pier3, Embarcadero
San Francisco, California 94111

(D) Wilbur &ILO and Associates, Inc.
Western Region (A)

111 Pine Street, Room 1500
San Francisco, California 94104

(C) Decision Making Information
2700 N. Main Street
Suite 800
Santa Ana, California 92705'

(D)

(C)

Connecticut

Computer Cartography, Inc.
231 C Street, N. E.
Washington, D.C. 20002

Applied Urbanetics, Inc.
1101 17th Street, N.W.
Suite 1103
Washington, D.C. 20036

Metropolitan Washington
Council of Governments

1225 Connecticut Ave., N.W.
Washington, D.C. 20036

(B) Boeing Computer Services, Inc.
955 L'Enfant Plaza, North, S.W.
Third, Floor . -

Washingtont D.C. : 20024

(D) ADVO-System
Division of KMS Industries, Inc. (B)

239 Service Road, West
Hartford, Connecticut 06101

(D) -Wilbur Smith and Associates, Inc.
Northeastern Region (C)

155 Whitney Avenue
New hiven, Connecticut 06510

(C) Social Science Data Center
University of Connecticut
Storrs, Connecticut 06268

District of Columbia

(D) Census Data Corporation
1710 N Street, N.W.
Washington, D.C. 20036

(D) Claritas Corporation
Suite 204
3600 M Street, N.W.
Washington) D. C.- 20007

93

(B)

Florida

The Center for Urban Studies
University of Miami,
P.O. Box 8002
Coral Gables, Florida 33124

Census '70 Data Center
7600 S.W. 57th Avenue
Miami, Florida 33143

Housing-Data-Bank Division
Economic Data Bank, Inc.
7300 S.W. 62nd Avenue
Miami, Florida 33143

(C) Strategy Research Corporation
4100 N.W. 72nd Avenue
Miami, Florida 33166

(D) Computing Center
Florida State University
Tallahassee, Florida 32306

(B) Electronic Data Processing Div.
Department of General Services
State Of Florida
Larson Building
Tallahassee, Florida 32304



Georgia

(B) Demographic Research and Training (B)`
Center

Social- Science Research Institute
University of Georgia
Athens, Georgia 30601

Urban Life Center
Computer Center
Georgia State University
Atlanta, Georgia 30303

(B) Attitude Research Studies-
Georgia Institute of Technology
Atlanta, Georgia 30332

(B) Bureau of State Planning and
Community Affairs

270 Washington Street, S.W.
Atlanta, Georgia 30334

(C) Environmental Data Planning
Associated

1182 West Peachtreet St., N.W.
Suite 306

Atlanta, Geogria 30309

Hawaii

(b) Information Systems Department
City and County-of Honolulu
Honolulu, Hawaii 96813

(B) Department of Budget and 7inance
rllatewide InformatiOn Center

State of Hawaii
P.O. Box 150
Honolulu, Hawaii 96810

(B) Computab, Inc.
Suite 200
700 Bishop Street
Honolulu, Hawaii 96812

94

Idaho

State Auditors Office
Data Processing Center
Capitol Building
Boise, Idaho 83702

Illinois

(B) OSLA Financial Services Corp.,.
Marketing Research Division
6201 West Cermclk Road
Berwyn, Illinois 60402

(A)

(B)

Barton-Aschmar Associates, Inc.
1771 West Howard Street
Chicago, Illinoii 60626

Audit Bureau of Circulations
123 North Wacker Drive
Chicago, Illinois 60606

Chicago Datacen ter
Office of the Mayor
Room LC114, Civic Center
Chicago, Illinois 60602

,Northeastern Illinois Planning
Commission

400 West Madison Street
Suite 2500
Chicago, Illinois 60606

Sociology.Anthropology Dept.
College of Arts and Sciences
Illinois State University
Normal, Illinois 61761

Dayet, Incorporated
9933 Lawler Avenue

Skokie,'Illinois 60203

Illinois Data Center
Department of Finance

Management Information Div.
State cf Illinois

604 State Office Building
Springfield, Illinois 62706

r-
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Indiana

ON.

Data Indexing.Systems Corporation
924 West 17th Street
Bloomington, Indiana 47401

Research Associates, Inc. .

P.O. Box 44640
Indianapolis, Indiana 46244

Iowa

(C)

(C)

Kentucky

Falls of the Ohio Metropolitan
Council of Governments, Inc.

902 Fical Court Building
Louisville, Kentucky ,40402

iletri -Data Computing, Inc.
6600 Gradelane,.P.O. Box 21099
Louisville, Kentucky 40221

Louisiana
(C) Iowa State University

Department of Sociology and
Anthropology

(s) Centape Division
Martin J. Associates., Inc.

103 East Hall 620 North Street
Ames, Iowa 50010 Baton Rouge, Louisiana 70802

(C) Evaluation, Systems, and (3) Data Industries,. Inc.
Planning, Inc. Suite 300

321 Shops Building 3525 North Causeway Blvd.
Des Moines, Iowa 50311 Metairie, Louisiana 70002

(B) Institute of Urban and Regional (B) Bureatikof Budkness Research
Research

University of Iowa
College of Businegn Adminis-

tration -

102 Church Street Northeast Louisiana University
Iowa City, Iowa 52240 Monroe, Louisiana 71201

Kansas (B) Louisiana Tech University,
Div. of Businesp and Economic

(C) Institute for Social and Resdarch
'Environmental Studies Ruston, Louisiana 7.1270

University of Kansas
Lawrence, Kansas 66044 Maine

(B) Center for Business and Economic
Research

(B) Public Affairs Research Center
of Bowdoin College

337 Clinton Hall Brunsiick, Maine 04011
Wichita State University
Wichita, Kansas 67208 Maryland

(B) Boeing Computer Services, Inc. (D) Becker and Hayes, Inc!
Sutton Place Building 6400 Goldsboro Road

Kansas 67202 Bethesda, Maryland 20034

96



(D) System Sciences, Inc. (c)
4720 Montgomery Lane
Bethesda, Maryland 20014

(6) World Systems Laboratories, Inc. (c)
7979 Old Georgetown Road
Bethesda, Maryland 20014

(C) Ed Nichols Associates
(B)

10400 Connecticut Avenue

ILO

Marketing Information Systems
1945 Pauline Boulevard
Ann Arbor, Michigan 48103

Market Opinion Research
327 John R. Street
Detroit, Michigan 48226

Southeast Michigan Council of
Governments

Kensington, Maryland 20795 Offi...,3 of Data Systems

------81-CrHieok BuildingDATA Services Division
Detroit, Michigan 48226Wastat-Researeh, Inc.

11600 Nebel Street
Rockville, Maryland 20852

Massachusetts

(C) 'Stop and Shop, Inc.
393 D Street

Boston, Massachusetts 02210

(C) ECCO Consulting, Inc.
585 Saddle Laile

Bkosse Pointe Farms, Mich.

(B)

(D) Concord Research Corporation (A)
12 New England Executive Park
Burlington, Massachusetts 01803

'0)) Laboratory'for Computer Graphics
and Spatial Analysis

(A)
Harvard University
Memorial Hall 114
Cambridge, Massachusetts 02138

(D) Urban Data Processing, Inc.
675 Massachusetts Avenue
Cambridge, Massachusetts 02139

(B) Worcester Census Services, Inc.
90 Madison Street

Worcester, Massachusetts 01608'

Michigan

(D) Inter-University Consortium for
Political Research

P.O. Box 1248
Ann Arbor, Michigan 48106

(1))

(B)%

Tri -County Regional Planning
Commission

535 North Clippert Street
Lansing, Michigan 48912

Oakland County Planning Comm-
ission

1200 North Telegraph Road
Pontiac, Michigan 48053

Northeast Michigan Regional
Planning and Development
Commission

216 South Third Street
Rogers City, Miahiaan 49779

Minnesota

Control Data Corporation
,CYBERNET Service Division
4550 West 77th Street
P.O. Box 0

Minneapolis, Minnesota 55440

Intech, Inc.,

2915 Wayzata Boulevard

Minneapolis, Minnesota 55378-
4



(D) Minnesota Analysis and Planning
System? Agriculture Extension
Servide

University of Minnesota
302 Coffey Hall
-St. Paul, Minnesota 55101

Mississippi

(B) Department of Sociology and
` Anthropology

Mississippi State University
P.O. Drawer C
State College, Mississippi 39762

Missouri

(D) "Demographic Baia...Service

University of Missouri-Columbia
104 Sociology Building
Columbia, Missouri 65201

(A) St. Louis Regional Industrial
Development Corporation

Pierre Laclede Building
7733 Forsyth Blvd., Rm. 700
St. Louis, Missouri 63105

(s)

(C)

(B) Administrative Services Section
Division of Budget and'

Comptroller's Office, Rm. B-10 (B)

Capitol Building
Jefferson City, Missouri 65101

(C) 'Information Systems Development
Incorporated

3430 Broadway, -

Kansas City, Missouri 64111

(C) Mid-American Regional Council
(MARC)
20 West 9th Street Bldg.
Third Floor
Kansas City, Missouri 64105

(C) East-West Gateway Coordinating
Council

Computer Center,-Unilsersity of
Missouri

80911 Natural Bridge Road
St. Louis, Missouri 63121
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Montana

State Information System ,

Department of Planning and
Economic Development

Capitol Post Office
Helena, Montana 59601

Nebraska

Missouri Valley Planning
Information Center, University
of Nebraska

Room 225, Nebraska Hall
Lincoln, Nebraska 68508

Nevada

Central Data Processing Div.
Department of Administration
State of Nevada
CarSon City, Nevada 89701

New Hampshire

(C) New England Regional Center
for Health and Demographic
Statistics

New England Center for Con-
tinuing Education

Durham, New Hampshire 03824

New Jersey

(D) Automated Marketing, Inc.
2460 Lemoine Avenue
Fort Lee, New Jersey 07024

Princeton-Rutgers Census Data
Project

Princeton University Computer
Center

,87 Prospect Avenue
Princeton, New Jersey 08540



New Mexico

(B) Bureau of Business Research
institute for Social Research
and Development

The University of New'Maxico
Albuquerque, New Mexico 87106

New York

(B) New York State Department of
Coimerce

112 State Street

Albany, New York 12206

(C) McCrosky-Reuter Planning
Consultants

Islip MacArthur Airport
Bohemia,'New York 11716.

(C) Social and Preventive Medicine
Department (CHIP)

State University of New York
2211 Main Street
Buffalo, New York 14214

(D) National Planning Data Corp.
P.O. Box 610
20 Terrace Hill
Ithaca, New York 14850

(8) S.T. Brightbill and Assoicates
Incorporated

25 South,Strtet
Braeside 1121
Marcellue, New York 13108

(c) AMIC Automated Management.

Information Concepts, Inc.
Graybar Building
420 Lexington Avenue
Nbw York, New York 10017

(D) Consolidated Analysis Centers,
Inc. (C.A.C.1,)

2 West 45th-Street
New York, New York 10036

'98-

(D) Datamation Services, Inc.
461 Eighth Avenue
New'York, New York 10001

(D) Infemark Corporation
,305 East 46th Street

New"York, New York 10017

Keystone Colllpuer-Associates.
Incorporat1

New York Office
1700 Broadway
New York, New York 10019

(C) Tri-State Transportation Comm.
100 Church Street
New York, New York 10007

(D)

(C) Genesee Computer Center, Inc.
20 University Avenue
Rochester, New York 14605 -

Computer Graphics, Inc.
1941 Wantagh Avenue
Wantagh, New York 11793

(D)

North Caroline

(D) Institute for Research in
Social Sclence/UNC Compu-
tation Center

University. og Werth Carolina at
Chapel Hill

Chapel Hill, North Carolina 27514

AD) System Sciences, Inc.
Two Willow Terrace, Box 2345
Chapel Hill, North Cirolina

(B) Systems Management Division
North Carolina Department of
Administration .-

116 West Jones Street
Ra eight North Carolina, 27603



(B) Institute for Urban Information (D)

Systems, University of
Cincinnati

Cincinnati, Ohio 45221

A

(A) Northeast Ohio Areawide (A)
Coordinating Agency

439 The Arcade
Cleveland, Ohio 44114.

(B) Battelle 1970 Census-Center

Columbus Laboratories of the
Battelle Memorial Institute

505 King Avenue
Columbus, Ohio 43201

Census Data Center
Economic Research Division
State of Ohio
65 South _Front Street
Columbus, Ohio 43215

Oklahoma

University Computer Center
Oklahoma State University
Mathematical Sciences Bldg.
Stillwater, Oklahoma 74074

(BY Bureau of Gove
and Service

University of Oregon
P.O: Box 3177
Eugene, Oregon 97 03

. \

f .\

lAC)\ Centerfitir Populat on P*search
and Census,

'Portland
State University

P.O. Box 751
\Pbrtland, Oregon 97207

1

tal Research

(B)

(;.).

(A)

Pennsylvania -

Keystone Computer Associates,
Inc.

1055 Virginia Drive
Fort Washington, Penna. 19034

Delaware County Pia-ming
Commission

Second and Orange Streets
Media, Pennsylvania 19063

Commonwealth Management
Information Center

Building 135, Bomb Road
Harrisburg International Air-

port

Middletown, Pennsylvania 17057

Mitchell Marketing, Inc.
P.O. Box 975
Station Square Two
Paoli, Pennsylvania 1930L

Boeing Computer Servicesr Inc.
P.O. Box 5357

Philadelphia, Pennsylvania 19142

Delaware Valley Regional
Planning Commission

Penn Square Bldg.
1317 Filbert Street

Philadelphia, Pennsylvania 19107

ECCO Consulting, Inc.
607 Washington Road
Pittsburgh; Pennsylvania 15228

Innovative Systems, Inc.
200 Fourth Ayenue

Pittsburgh, Pennsylvania 15222



-(A) Southwestern Pennsylvania
Regional Planning Commission

564 Forbes Avenue

Pittsburgh, Pennsylvania 15219

(B) Data Access and Technical

Assistance Program (King's
College)

Department of Data Processing
King's College
Wilkes-Barre, Penna. 18702

(C)

(D)

(A) York County Planning Commission- (B)
220 South Duke Street
York Pennsylvania 17404

Puerto Rico

(B) 1 Computer Solutions, Inc.
306 Ponce de Leon Avenue
Hato Rey, Puerto Rico 00919

Rhode'Island

(3)

(C)
(B) Sociology Computer Laboratory

Department of,Sociology
Brown. University

Providence, Rhode Island 02912

(B)
South Caroina

(B) Berkeley-Charleston Regional
Planning Commission

County Office Building (s)
2 Court House Square

,

Charleston, South Carolina 29401

(D) Wilbur Smith and Associates, Inc. (B)
4500 Jackson Boulevard
Columbia, South Carolina 29202

Tennessee

(B) Center for Business and Economic
Research

College of Business Aibtinistration
University of Tennessee
Knoxville, Tennessee 37916

100

Bureau of Business and
Economic Research

Memphis State University
Memphis, Tennessee 38152

.;

Economic Research Department
Cook Industries, Inc.
2185 Democrat Road
Memphis, Tennessee 38116

Texas

Summary Tame Processing Center
Institute of Urban Studies
University of Texas at
Arlington

-Arlington, Texas 76010

Computer Center

University of Texas at Dallas
Box,30365
Dallas, Texas 75230

Survey Research Sciences, Inc.
Suite 232

11411 North Central, Expressway
Dallas, Texas 75231

University of Texas at El Paso
Census Summary Tape Processing

Center, Computation Center
El Paso, Texas 79968

Boeing'Computler Services, Inc.
P.O. Box 58747

Houston, Texas 77058

Houston-Galveston Area Council
3311 Richmond Avenue
Houston, Texas 77006

(B) Southwest Center for Urban
Research

1200 Southmore
Houston, Texas 77004-'
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(D) Urban Systems Laboratory
Univerdity of Houston
Houston, Texas 77024

(D) Wilbur Smith and Associates, Inc.
1535.West_Loop, South
Post Oak Park
Houston, Texas 77027

(A) Alamo. Area Council of Govern-
ments-

406 Three Americas Building
San Antonio, Texas 78205

($) Trinity Univvrsity
716 Stadium Drive
San Antonio, Texas 78212

Utah

(B) Population Research Laboratory
Utah State University
Logan, Utah 84321

(C) Center for,Business and Ectinomic
Research

Brigham Young University
313 Jesse Knight Bldg.
-Provo, Utah 84601

(D) National Data Use and Access
Laboratories, Inc. (DUALabs)

Suite 900
1601 Nortt Kent Street .

Rosslyn, Virginia 22209

(C) ECCO Consulting, Inc.
146 North Sterling Boulevard
Sterline Park, Virginia 22170

Washington

(B) Office of the Governor
Office of Program Planning-
_and Fiscal Management

House Office Building .

State Capital:Campus
Olympia, Washington 98501

(B) Center for Edbnomic and Community
Development

University of Utah (B)

Room-404r College of Business Bldg
Salt Lake City, Utah 84112

Virginia

(D) Consolidated Analysis Centers,
Inc. (C.A.C.I.)

1815 North Fort Myer Drive
Arlington, Virginia 22209

(B) Division of State Planning and'
Community Affairs - Governor's
Office

1010 James Madison Building
109 Governor Street
Richmond, Virginia 23219

101

(B)

Sociological Data Processing
Center

Department of Sociology
Washfngton State University
Todd Hall, Room 145
Pullman, Washington- 99163

Richland, Washington 99352

Battelle!-Northwest

Economic and Operations Re-
search Department

P.O. Box 999

Boeing Computer Services, Inc.
P.O. Box 24346
Org. G-1700 MiS 8C -55

Seattle, Washington 98124

Urban Data Center
',125 More Hall, FV-10

University'of Washington
Seattle, Washington 98195



A

West -Virginia

(C) West, Virginia Housing Development
' Fund

-900 Charleston National Plaza
Charleston, West Virginia 25301

(B)

Wisconsin

Department of Administration
State Bureau of Systems and
Data Processing

1 West Wilson Street

Madison, Wisconsin 53702

(D) Analytical Computer Systems
Corporation

1800 E. Capitol Drive
Suite 2F

Milwaukee, Wisconsin 53211

Wyomi4

(B) Division of Business and Economic
Research

University of Wyoming, POB 3925
University Station
Laramie, Wyoming 82070

The centers are not franchised, established orsuppOrted by the

Bureau of the Census. Data products are available to the centers on the

same basis as to all other users. Centers develop through local initiative

and respond to needs recognized by their organizers. The organizational

structures, purposes, and services of the centers are determined by the

organizers of the centers - the Bureau has no requirements. Each processing

*center establishes its own cost structure for services and may serve any

interested client according to its own procedures.
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